
 
SATERN Administrator Job Aid

Recording a Learning Event
 
Job Aid: Recording a Learning Event 
Tasks 
A. Verify accuracy of custom fields 
B. Verify Vendor record exists in Organizations table 
C. Use Learning Event Recorder to record completion 
 
Task A: Verify Accuracy of the Custom Fields in a Scheduled Offering 

1. Click Scheduling > 
Scheduled Offerings 
 
Step 1: Search for and 
access in Edit mode the 
Scheduled Offering 
record. 

2. Step 2:  Click the 
Custom Fields tab of the 
Scheduled Offering 
record. 

Verify the accuracy of 
these fields, especially 
the Per Participant 
Cost.  

If any changes are 
made, click the Apply 
Changes button. 
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3. Step 3: Click the 
Registration tab. 

 

4. Step 3: Scroll down to 
view the registrants list.  
If the Custom Fields vary 
per participant for this 
offering, click the Edit 
link below each 
Learner’s name. 

If the learner cancelled 
or is a no show, click the 
Edit link under the 
Status to change the 
Learner’s Registration 
Status prior to the LER.  

5. Step 4:  These Custom 
Fields are populated by 
the Item Custom Fields 
tab.   

Verify the accuracy of 
these fields, and make 
any necessary changes. 

If any changes are 
made, click the Apply 
Changes button. 

 

Task B: Verify Vendor record exists in the Organizations table 

1. From the References 
menu, select 
Organizations. 
 
Step 1: Search for the 
Vendor by entering the 
Vendor name in the 
Description field.  
Change the operator to 
‘contains’ and click the 
Search button. 
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2. If the Vendor record 
exists, go to Task C.  If 
the Vendor record has 
not been entered in 
SATERN, you must 
create the new Vendor 
record. 

 

 

3. Step 2: Click the add 
new link.  

4. Step 3: Create a Root 
Level Organization:  
Enter the Organization 
(Vendor) ID and 
Description.  Place the 
record in the appropriate 
Domain. 

Click the Add button. 

5. Step 4: On the new 
Organization record 
Summary tab, change 
the Organization Type to 
VENDOR.   

Click the Apply 
Changes button. 

Task C: Use Learning Event Recorder to record completion 

1. Click Learner 
Management > 
Learning Event 
Recorder 
 
Step 1: Select the 
Scheduled Offering 
radio button. 

Click the Next button. 
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2. Step 2:  Enter the 
Scheduled Offering ID, 
or search for the 
Offering using the  .   

Once the Offering is 
selected, click the Next 
button. 

 

3. Step 3: Use the  to 
search for and select an 
Instructor. Note: The 
name you enter will be in 
history and on the 
certificate. Otherwise, it 
will default to the Agency 
Training Officer. 

Use the  to search for 
and select the Vendor.   

Choose a Default 
Completion Status. 

Click the Next button. 

4. Step 4:  Learners who 
were enrolled in the 
Offering will pre-
populate the Select 
Learners screen.   

Click the Next button. 
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5. Step 5:  Change the 
Completion Status if 
necessary. 

Click the Next button. 

6. Step 6:  Skip the 
financial summary 
screen by clicking the 
Next button. 

Note: Financial 
information is captured 
in SATERN in the 
Custom Fields. 

7. Step 7:  Confirm 
Learning Event Details.   

Click the Finish button. 

8. After completion, you 
may print Completion 
Certificates or email 
PDF versions to the 
Learners with the Print 
and Email buttons. 
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